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1.

2.

3.

NEWSPAPER CLIPPINGS:

Copies of published articles concerning the activities
of the Department of Licensing and Regulation.

GENERAL ADMINISTRATIVE CORRESPONDENCE:

Divided into four distinct sections:

a. General Administrative - containing correspond-
ence, reports, newspaper clippings, studies,
copies of news releases, etc., arranged alpha-
betically by name of agency.

b. General Administrative - similar to above but
arranged alphabetically by subject.

c. Correspondence - predominantly correspondence
arranged alphabetically by name of State agency.

One year, then destroy

Retain permanently corre-
spondence, directives and
other material relating to
planning and policy/ that
illustrate the development
and organization of the
department. }Transfer
periodically to the MD
State Archives. All other
material retain for three
years and audit, then
destroy.

d. Correspondence - same as No. 3 above but arrange^
alphabetically by name of person or outside
organization.

LEGISLATIVE AUDITOR'S REPORTS:

This file, arranged alphabetically by name of Board or
Commission, contains letters of acknowledgment,
examination reports, balance sheets, annual reports
and statements of income, expense and fund equity.

Retain for eight (8) years
from date of report, then
destroy.
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